
Grants Gateway Application Instructions 
Farmland Access Outreach Activities Grant 

RFP0213_Land Trust Grants -Round 3 

 

1 Initial Conditions 

1.1 Registration: All entities that wish to apply for grants in NY State must be registered in 
the Grants Gateway. This process includes filling out and mailing a signed and 
notarized registration form. Registration information can be found on the Grants Reform 
website or the Grant Opportunity Portal. 

1.2 Prequalification: All non-profit organizations applying for grants in NY State must be 
prequalified in the Grants Gateway prior to submitting their grant proposals. Refer to the 
Grants Reform website for prequalification information.  

1.3 System Roles: At the very least, your organization is required to have a user in the role 
of “Grantee Contract Signatory” or “Grantee System Administrator” who can both start 
and submit a proposal.  

1.3.1 A user in the role of “Grantee” can also start a proposal.  It is advised that you have 
the “Grantee” start the proposal and the “Grantee Contract Signatory” or “Grantee 
System Administrator” review and submit it. 

1.3.2 A user in the role of “Grantee Delegated Administrator” can add new accounts.  

1.3.3 It is acceptable for one person to have multiple roles and thus multiple accounts; you 
can use the same email address and same password, but the user needs a new 
account for each role. 

1.4 Vendor User Guide: This manual will guide you through user account management, 
how to locate a grant opportunity, and how to apply for a grant. Click here to view the 
guide. 

1.5 Training: The Grants Reform team offers regular training, including a webinar on how 
to apply for a grant. Click here to view the training webinars videos and documents.   

 

2 Search for the Grant Opportunity 

Be sure you are logged in as a Grantee System Administrator, Grantee Contract Signatory, or 

Grantee before you proceed. 

2.1 On your Home page, there is a section called “View Available Opportunities”. Click on the 
[VIEW OPPORTUNITIES] button. 

 

 

https://grantsmanagement.ny.gov/register-your-organization#forms-for-download
https://grantsmanagement.ny.gov/register-your-organization#forms-for-download
https://grantsgateway.ny.gov/IntelliGrants_NYSGG/module/nysgg/goportal.aspx?NavItem1=9
https://grantsmanagement.ny.gov/register-your-organization#forms-for-download
https://grantsmanagement.ny.gov/grantee-documents#vendor-user-manual
https://grantsmanagement.ny.gov/grantee-documents#vendor-user-manual


Grants Gateway Application Instructions   
RFP-0213 Farmland Access Outreach Activities Grant 

RFP0213_Land Trust Grants Round 3                         Grants Gateway Application Instructions 
 

  Page 2 of 8  
 

2.2 Search for the Land Trust Grants Program opportunity by selecting Department of 
Agriculture and Markets as the “Funding Agency” and typing the keyword “Outreach” in 
the “Search by Grant Opportunity Name” field. (See illustration on next page) 

 

 

2.3 Click on the link to the Grant Opportunity, Farmland Access Outreach Activities Grant-
LTG3. This will bring you to the Opportunity Funding Profile page. 

 

2.4 Begin your proposal by clicking on the [APPLY FOR GRANT OPPORTUNITY] button in 
the bottom left of that page.  

 

 

 

3 The Forms Menu (Home Base for Applicants) 

Everything that is required to be included in your proposal will be found in the “Forms Menu.” 

The Forms Menu includes separate links to several pages of forms and documents that you 

must complete and submit. Each question that requires a response and/or upload is indicated 

by a red asterisk (*) adjoining the field or upload into which a response is required. 

You will not be completing the forms in the order they are listed, but rather in the order 

shown below. After completing each section, click on the Forms Menu link to return to 

the main list of pages. 
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3.1 Click on the “Forms Menu” link 

 

 

3.2 System Timeouts  

3.2.1 PLEASE NOTE:  The system will time you out after 20 minutes of inactivity. When 
that occurs, any work that was not previously saved will be lost! Therefore, as you 
work through the Forms Menu, keep this timeout in mind. Please remember to click 
the [SAVE] button every 10-15 minutes to ensure your work on your proposal has 
been saved in the system.   

3.3 Project/Site Addresses 

3.3.1 Fill out the Name/Description field using your organizations name. 

3.3.2 Fill out the physical address (not the mailing address, if different) of your 
organization and click the [SAVE] button. 

 

3.4 Pre-Submission Uploads 

3.4.1 Return to the Forms Menu and scroll down to select the Pre-Submission Uploads 
section. In this section, you will find the Proposal Summary Template. Please 
download, complete and submit as a response to Program Specific Questions #7.   

 

 

 

3.5 Budget 

3.5.1 Return to the Forms Menu and select “Reimbursement Budget”. To fill out the 
budget, please follow the instructions provided on screen. 

3.5.2   Matching Contributions   Matching contributions are not required for this 

opportunity.  However, matching contributions are encouraged and any letters of support 

should contain a signature from an authorized representative of the contributing entity and 

be uploaded in a single PDF in response to Program Specific Question # 13.  

 

3.5.2.1 Match Worksheet Detail Use this sheet to justify matching contributions that you 

include in the budget.  Only matching contributions for eligible costs that have a letter of 

support should be listed in the budget. Be sure to upload all letters of financial support in 

one PDF in response to Program Specific Question # 13. 
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3.5.2 When reviewing the budget’s Expenditure Summary, please ignore the “Operating 
Expenses” and “Equipment” category.  For this opportunity, Operating Expenses and 
Equipment are not eligible expenses. 

 

 

 

3.6 Grant Opportunity Defined Work Plan 

3.6.1 Work Plan Overview Form 

Return to the Forms Menu and select the “Work Plan Overview Form”.  For this 

opportunity, your Proposal Summary (response to Ques. #7) will serve as the scope of 

work. To create the Grant Defined Work Plan, please follow instructions below to copy 

and paste response. 

• Work Plan Period:  Please enter “3/31/2020” and “3/30/2023”  

• Project Summary:  Please copy and paste the following text: 

The proposed project will result in the development enhancement, and 
deployment of a viable agricultural lands inventory, a screening process, 
and outreach activities targeted to the owners of those inventoried parcels. 
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Organizational Capacity:  Please copy and paste the following text:  

Refer to the Organizational Capacity narrative found in the uploaded 

response to Program Specific Question # 7.  

3.6.2 Work Plan Properties 
The Objectives and Performance Measures have been prescribed for the application 

(see Proposal Summary Template in Pre-Submission Uploads to provide a robust work plan 

narrative and upload in response to Program Specific Question #7).   

• Briefly identify each Outreach Activity as a Task. See example below. 

• For each Performance Measure, please copy and paste the following text: 

“Within 60 days of end of Contract Period, summarize each Outreach 

Activity in the Final Report Template and Submit Final Report” 

 

 

Program Specific Questions 

Return to the Forms Menu and click on Program Specific Questions.  Failure to 
answer a question or respond with an appropriate upload will result in an incomplete 
proposal. 

3.6.3 Project Title: “Your Organizations Name- Outreach Activities” 

3.6.4 Follow any detailed instructions provided within each question.  
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3.6.5 Succinct responses that provide detailed information to each question are 
encouraged as character limits may apply. Each upload you submit must no larger 
than 10MB.  

3.6.6 NOTE: Please upload and save each response individually to avoid errors. Also, 
saving your files as a PDF with no active content will avoid upload issues. 

3.6.7 “Page Error(s)” message may appear each time you save your work whenever all 
required responses on that page have not yet been answered. However, the work 
you have completed on that page up to that point has been saved in the system for 
that proposal number each time you click on [SAVE].  

3.8            Review Your Proposal.  

It is strongly suggested that you review your proposal again before you submit it. 
Best practice is to have a second person do this.  

 

Anyone at your organization with the “Grantee” or “Grantee Contract Signatory” role can search 

for this proposal and both view and edit your responses. If you would like an additional user to 

have this proposal in their “My Tasks” box, use the “Add Edit People” option under the 

“Management Tools” menu. Check the checkbox next to the name you want to add and click 

[SAVE]. 

You can review your proposal by clicking on each page in the “Forms Menu” or clicking on the 

“Print Application” button in the Forms Menu. This option will open a new tab in your browser 

and show you a one-page document with each section of your proposal displayed in Forms 

Menu order.  

Note that the documents you uploaded will not appear in this layout. It is strongly suggested 

that you (or a second person) click on each of the uploaded documents in the Program Specific 

Questions to check for completeness. 

 

4 Sign and Submit Your Proposal 

Before submitting your proposal, please be sure to have the system run a “Global Errors” 

check of your proposal. 

4.1 Click on [CHECK GLOBAL ERRORS] (upper right portion of your screen) to have the 
system run a check for errors in your proposal, or global error(s) check. Doing so will let 
you know if you have missed any required fields or any required uploads. If any errors 
appear, you must click on the link to each of those items and complete the required fields 
or provide the required upload. If no global errors are found in your proposal, you will see 
this screen: 
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4.2 Once you are sure that your proposal is complete, it is up to the “Grantee Contract 

Signatory” to submit the proposal.  

The Signatory can either locate the proposal themselves by searching for it in the 

“Applications” section, or you can assign it to them by using the “Add/Edit People” option in the 

“Management Tools” section of your proposal.  

Once the Signatory has accessed the proposal, it can be submitted by hovering your mouse 

pointer over “Status Changes” and clicking the [APPLY STATUS] button under “Application 

Submitted” to submit your proposal.  

 

 

4.3 You will be asked to electronically sign the proposal and submit it for review. Click the [I 

AGREE] button to submit your proposal. 

 

Within a few minutes, you will receive an email message confirming that your proposal has 

been successfully submitted. 

 

4.4 You can verify that your proposal has been submitted a few ways: 

1) The Current Status in the details section of the page will have changed from 

“Application in Process” to “Assignment of Reviewers” 
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5 View and Save Your Complete Proposal 

After about 5 minutes, a PDF of your complete submitted proposal will be created by the 

system and can be accessed via the forms menu.  

5.1 From the Forms Menu of your proposal and in the “Application Information” section, click 
on “Application Versions”. 

 

 

 

5.2 You will see a link to a PDF version of your proposal. You can click on that link to view 

and save the PDF file. 

 

  

 

  


